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Introduction

Welcome to the FACTS Il User’s Guide. This guide describes the features of the Federal
Agencies Centralized Trial-Balance System Il (FACTS II) Client program. The information
that you see on the FACTS II window and the functions that you perform are based on the
user role that your FACTS II administrator assigned to your User ID. The following table
describes the FACTS II user roles and functions.

User Role Functions

Preparer = Add, review, change, and delete a TAFS's quarterly submissions, including
SGL accounts, transaction details, footnotes, and Category B information

= Perform accounting edit procedures against TAFS submissions

= Change a TAFS submission’s status from Editing to Certified during quarters
1-3

= Change a TAFS submission’s status from Editing to Pending Certification
during quarter 4

=  Print reports

Certifier = Review TAFS submissions

= Change a TAFS submission’s status from Pending Certification to Editing or
Certified during quarter 4

=  Print reports

HQ Reviewer = Review TAFS submissions
=  Print reports

1.1 History

FACTS II is a computer program that enables Federal Program Agencies (FPAs) to
electronically report budget execution information to the Department of the Treasury. FPAs
formerly reported this information in the following documents:

m  FMS 2108 Year-End Closing Statement (FMS 2108)

m  SF 133 Report on Budget Execution (SF 133)

m  Program and Financing Schedule of the President’s Budget (P&F)

For more information on the history of the development of FACTS 11, see FACTS II Client
Application Program Documentation. That document also contains a description of the
FACTS II system architecture.

U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004 1
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1.2 System Requirements

The recommended system requirements for FACTS II include:

m  Pentium Processor

= 32 MBRAM

m  SVGA monitor and video card

m  Mouse (with right and left buttons)

m 56 KB modem

m  Analog telephone line for data calls, like those used by FAX machines.
m  Microsoft Windows 9x, and Windows NT 3.51 will be supported.

m  Web Browser

Windows 9x and Windows NT users will need "Dial-Up Networking" using PPP (Point-to-
Point Protocol) provided on Windows installation diskettes.

1.3 Starting the FACTS II Client Program

How you start the FACTS II Client program depends on your connectivity to FMS. Whether
you establish connectivity to FMS via a T1 line or a dial-up connection to FMS using a
SecurlD, use the FMS In Touch website to start the program. See your network administrator
if you do not know what type of connectivity to FMS you have.

To start the FACTS II Client program

1. Using the communications software on your workstation, establish a connection to FMS.
See your network administrator for steps to connect to FMS.

2. Using Microsoft Internet Explorer® or Netscape Navigator®, go to
http://intouch.fpa.fms.treas.gov/.

3. On the FMS In Touch home page, click the Programs link.
4. On the Programs page, click the GOALS II/FACTS II link.
5. On the GOALS II/FACTS II page, click the FACTS II Client (Production) link.

6. On the FACTS II logon window, type T
your User ID and Password and then press - Enter a User ID and password o log onto FACTS II.
ENTER. Yersion: PF2CE.1.0 - May 18, 2001 5B/ 17:11:00
Note: Your password is case-sensitive. ::::m:MMURTHV ﬁ
However, the application will
automatically change your entry to upper-

case.

2 U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004
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7. On the GOALS2 Message window, look for descriptions of the changes to FACTS II for
the current quarter or other important information. You can click Print to print the
information.

8. Click OK and the main FACTS II Client window appears.

1.4 Changing Your Password

To change your FACTS II password

1. On the main FACTS II window, from the Tools menu, select

Change Password. N
e Password: lagaaaa—
2. On the Change Password window, in the Current Password Cantirm New Password: [e]

field, type your old password.

Pazswords must be at least 6 characters long

3. In both the New Password and Confirm New Password fields, Cm;
type your new password and then click OK.

Note: Your password is case-sensitive. For example, the FACTS II program considers a
lower case a different than an upper case 4. When you type your new password, be aware
of whether or not you turned on the Caps Lock feature on your keyboard.

1.5 Quitting the FACTS II Client Program

To quit the FACTS II Client program

m  On the main FACTS II window, from the File menu, select Exit.

1.6 Getting Help

The FACTS II Client program includes a comprehensive Help feature.

To see FACTS II Help

1. On the main FACTS II window, from the Help menu, select Help Topics.

Do one of the following:

o Double-click®to search for a Help topic and click Elto open the topic.

U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004
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1.7 The FACTS II Processing Cycle

The following diagram illustrates the typical quarterly processing cycle for FPAs using the

FACTS II Client program.
See Chapter 3 for steps to see the current quarter’s open and close dates.
eporing.
window
Preirer See “TAFSs and Quarterly Submissions” on page 15.

reviews TAFSs
and notifies FMS
of problems

I

Preparer adds a You can either add a submission or copy an existing submission. See “
submission for
the current
quarter for each
TAFS

I

Preparer adds Working with Submissions” starting on page 15.
submissions'
transaction
details
J You can also either add transaction details or copy existing transaction

details. See «

Preparer runs
edits

Working with Submissions” starting on page 15.

submissions
pass edits?

Yes Edit your TAFSs before you attempt to change their statuses to verify that
they will pass the accounting edits. See “Editing Quarterly Submissions”
Preparer on page 21 .

corrects
submissions and
reruns edits

You cannot change the status of a TAFS if it fails the accounting edits.

Is this
quarter 4?

Preparer
changes status
of submissions

to Certified

I

Preparer prints
final reports

During quarters 1-3, a preparer can change the status of a submission to

Certified. See “Changing a Submission’s Status” on page 25.
ging pag
FMS closes
reporting
window See Chapter 7.
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During quarter 4, the preparer changes the status of a submission to

Pending Certification. The steps to change a status to either Certified or

changes status Pending Certification are the same. See “Changing a Submission’s
of submissions .
to Pending Status” on page 25.

Certification

Certifier reviews

See “Reviewing TAFS Submissions” on page 36.

Are
submissions
correct?

The certifier cannot change submissions. Only the preparer can change

Certifi . . . . .
changes status submissions. See “Changing a TAFS Submission’s Status” on page 37.
of incorrect
submissions to

Editing See “
Preparer Working with Submissions” starting on page 15.

corrects
submissions'
transaction
details

I

Preparer runs
edits

See “Editing Quarterly Submissions” on page 21.

submissions

pass edits?
Yes

You cannot change the status of a TAFS if it fails the accounting edits.

Preparer
corrects
submissions and
reruns edits

]

I During quarter 4, only the certifier can change the status of a submission
Certifier to Certified.

changes status
of submissions
to Certified

I See Chapter 7.

Certifier prints
final reports

!

FMS closes
reporting
window
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Chapter 1 - Introduction

1.8 Acronyms and Definitions

The following table contains the acronyms, abbreviations, and terms used in this document.

Acronym Definition

ATB Adjusted Trial Balance

FACTS Federal Agencies Centralized Trial-Balance System

FACTS II The program used by FPAs to electronically report budget execution
information to the Department of the Treasury instead of on the FMS
2108, SF 133, and P&F paper documents.

FMS Financial Management Service

FMS 2108 FMS 2108 Year-End Closing Statement

FPA Federal Program Agency

GOALS Government On-Line Accounting Link System

GOALS II A Unix-based server with a relational database management system
(RDBMS), Sybase that serves a variety of purposes, including acting as
a repository for FACTS II data. GOALS 1I is being developed and
maintained by FMS in-house resources.

MAF Master Account File; contains each TAFS’s pre-closing balance, net
outlays amount, and valid preparer ID.

MAX An integrated database for the collection, retrieval, manipulation,
presentation, and publication of budget formulation and budget
execution data as well as other related data. FACTS II data will be
provided to OMB for use in its MAX system at least four times a year.

P&F Program & Financing Schedule published in the Appendix volume of the

President’s Budget.

Pre-closing Balance

Amount representing a TAFS's pre-closing undisbursed or unexpended
balance as of the fiscal year-end.

Revision Period

A period of time, typically one week in January, that allows agencies to
change submissions with a status of certified that were entered during
the 4" Quarter.

RT7 Record Type 7. An RT7 is a unique identifier for other authority types for
a TAFS such as borrowing, contract, and investments.

SF 133 SF 133 Report on Budget Execution and Budgetary Resources

SGL The U.S. Standard General Ledger series of account numbers created to
improve the quality and consistency of data reported by agencies.

STAR A relational database containing budget execution data served by

operational, analytical, and report programs supporting the Treasury’s
central accounting function. The FACTS II Administrative Module
prepares an output file containing the year-end closing information
needed by STAR.

U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004
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Acronym Definition

TAFS Treasury Appropriation Fund Symbol. A TAFS is a unique identifier for
each of your funds and consists of department regular number,
department transfer number, fiscal years 1 and 2, main account
number, and sub account number.

8 U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004
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Contact Information

This chapter describes how all FACTS II users can review and change their contact
information. Your contact information is simple demographic information used to contact
you such as your name, your work address, and your work telephone number. Keep your
contact information up-to-date because FMS FACTS II administrators use it to send you
important information via mail, email, or fax.

The FACTS II program may prompt you to update your contact information when you start
the program.

As of 2™ Quarter 2004, FACTS 11 activated the User Contact Information Text Window to
collect current contact information for users. Once you successfully log onto FACTS 11
Client Online or Client Bulk Applications you will be prompted to enter two required fields:
Email Address and Supervisor Email Address. First you will be prompted to enter your email
address, when you are finished enter your supervisor’s email address and click OK. These
fields are required, so if you do not remember to enter the information a message window
will display requesting that you enter either your email address and/or your supervisor’s
email address. You will not be able to proceed to access data processing and reporting
modules in the applications until this information is provided. We encourage all users to log
on to FACTS II during this window to update their contact information. Your cooperation in
this matter is greatly appreciated.

To review and change your contact information

1. On the main FACTS II window, from the File menu, select Contact.

2. On the Contact window, change your contact information as necessary, click Apply, and
then click OK.

U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004 9
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See a FACTS II administrator to change your First Name, Last Name, Agency Name, or
Bureau Name.

FACTS Il - Contact

First Name: |MIEHAEL Agency Name: IDEF'AF!TMENT OF TREAS
Last Name: IMUHPHY Bureau Mame: IFMS

Contact Telephone: I2D2.8?4.1183 Contact Telephone Ext: |41183

Address 1: [3700) E astwest Huy

Address 2: |

Address 3: I

Address 4: I

Address 5: |
Supervizor Name: IJ ohn Smith Supervizor Phone:lW
Supervizor Extension: I49999— Fax Numbel:lW
City: IHyattsviIIe State: IMD—
Zip Code: |2D?82— Last Update: IW

Email Address: Imichael.murphy@fms.treas.gov

Apply I oK I Cancel

10 U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004
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Processing Window

The processing window includes the dates that FMS opens and closes the reporting window
for the current quarter.

To see the processing window dates

1. On the main FACTS Il window, do one of the following:

o From the Tools menu, select Processing Window.

o Inthe TAFS tree view, right-click a TAFS or submission and in the menu that
appears select Display Processing Window.

2. After you review the open and close dates, click OK to close the Processing Information

window.
Open Date Close Date Rpt Fiscal ¥ear  Rpt Fiscal Quarter
1025101 1191 2001 4

0K |

U.S. Department of the Treasury FMS.IR.AMSD.FRB April 2004 11
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FACTS II Preparers

Use this chapter if you are a FACTS II preparer. If you are a FACTS II certifier, use chapter
5. This chapter describes the following functions available on the preparer’s main FACTS II
window:

m  Reviewing the TAFSs assigned to you
m  Adding, changing, and deleting quarterly submissions for a TAFS
m  Editing quarterly submissions

m  Changing the status of a TAFS

4.1 The Preparer’s Main FACTS II Window

e LADEZE =10 x]

& FACTS I [ [=]

iDad & me2 | 1y oy | 87 B .
Menu bar — /Cllck any
column
Tool ba ~asz-oeoooo0 =] |[FSBE RS Gonel B[ Ame [Asoay Trvel | AveCnmr o] mmmenrew| | 1€20ING ONCE
N4 £02-000-000-1 Credst | End B Detail | Indicator = to sortin
B om0 octs o Dt _End o : :
iRy omen: J—E s e | oo
Click & to i g P h— | order, dlck
, B 4550 Cedt  Erd 10927664 -| again to sort
see a TAFS's = 48m Condit | Erd 1M Catngoep & in
. 3 4001 Coedt | Degn 16,7265 Categoep &y .
submissions | % ,‘,:’:“grﬁl‘;"n“,,,,i,,. 206,004 30 descending
L [t ot 205.00.30 order
Click (select) 1
a submission . . L
to see its e Right-click a TAFS or submission in the
transaction B e esa-s0-oon-o left pane to see a menu of commands
detarls / ey for TAFS and submissions.
2-$o00-1021-000-200-0 Right-click a row in the right pane to see
ot 05 a0 o0t a menu of commands for SGL accounts
The selected Jonon-nn oo and transactions details.
=~1100-000-000-0
submission’s $8-1106-000-000-0
status | an-sion-oon-onn-o oifl g ]
_emim TEciEle chek: on tow to cee/edn datade. Might Chch for other oplons.

N\ ~ J \ /
Left pane: The TAFS V

tree view with the Right pane: The selected submission’s
TAFSs assigned to you transaction details
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The Main FACTS II Window Icons

The following table describes the icons that you see in the TAFS tree view.

Description

Represents one TAFS.

Represents one supplemental TAFS.

Represents one quarterly submission with Editing status. The FACTS II program assigns
the Editing status to a submission. The assigned preparer can edit the quarterly submission.

Represents one quarterly submission with Pending Certification status. After running the
edit process, the preparer assigns the Pending Certification status to a submission during
quarter 4. The certifier can review the submission and change its status to Certified.

Icon

-

=

! Represents one TAFS reassigned to a different preparer.
Fi

L

Represents one quarterly submission with Certified status. After running the edit process,
the preparer assigns the Certified status to a submission during quarters 1-3. Only the
certifier can assign the Certified status to a submission during quarter 4.

Represents one quarterly submission with Reported On status. The FACTS II program
assigns this status to a submission. The submission was reported to FMS and OMB.

=

4.1.2 TAFS Format

The TAFS is a unique identifier for each of your funds and consists of the following:

m  2-digit Department Regular Number
m  2-digit Department Transfer Number — This field may be blank.
m  4-character Fiscal Year — The Fiscal Year field may appear in the following formats:

o 9999 — Multi-year funds. The first two digits are the first year of fund availability
under law that a TAFS may incur obligations. The second two digits are the last year
that a TAFS may incur obligations.

o bb99 — Annual funds. The first two positions are blank. The second two digits are the
year of fund availability under law that a TAFS may incur obligations.

o bbbX — No-year funds. The first three positions are blank. X indicates that funds are
available until the purposes for which the funds were made available are
accomplished.

o bbbM — M account. The first three positions are blank.

4-digit Main Account Number

3-digit Sub-Account Number

3-digit Account Split Sequence Number — A number > 000 indicates an account split.

3-digit MAF Sequence Number — 000 indicates an original MAF, a number > 000
indicates a supplemental MAF.
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4.2 TAFSs and Quarterly Submissions

Your TAFSs appear in the TAFS tree view in the left pane of the main FACTS II window.
You see only the TAFSs assigned to your preparer User ID. To see a TAFS’s quarterly
submissions, click # next to the TAFS. Each submission contains a set of U.S. Standard
General Ledger (SGL) account numbers and a balance and transaction details for each SGL
account number. The sum of a submission’s SGL account balances is the TAFS’s adjusted
trial balance.

In most cases, the TAFSs you see should appear on your SF 6653 report, “Undisbursed
Appropriation Account Ledger.” Your TAFSs should not include receipt, deposit, or suspense
accounts. See your FACTS II administrator if there are problems with the TAFSs assigned to
you. You must report inactive TAFSs, even if all adjusted trial balances are zero, until your
FACTS II administrator deletes the inactive TAFSs.

To review a TAFS's quarterly submissions

1. Inthe TAFS tree view on the main FACTS II window, locate the TAFS for which you
want to see quarterly submissions and click # to see the submissions.

2. Click a quarterly submission. The submission’s SGL account numbers and transaction
details appear in the right pane of the window.

Fle Edt Took fepos Window Helb
wO0ed & - me Hr 4 H < o 9w
38 FALTS N - Proapases ID MMURPHY . Michasol Muiphy

1485 Title . Lot of Appess for Velears Clams 5 slnes ard evpences
b t0-  -K-450E-000-000=0

Click # next

- HEL Acct n-n'u]uw' ] Amount Imn-; Type | Apper Category [mm] Legislation | Pubi|
Camt | Enel B Detail | Incatoe | L
1010 Dbt | Erd ]
L£m Dotst Erd 206 (03 30
to the TAFS m Detd | Begn 00
and then A
C"Ck the =) Concll | Erdd 1H92TE B4
@0 Gt | el .00 Catmgony s
quarter| 401 Ciedt | Begn 1672666 CatngonsA
Total Ending o
submission Budgntary Debits 206.003.30

Total Ending
Budgrtary Credils

006,03, 30

9=0300-000-000-0
-000-000-0

4.3 Working with Submissions

To add a quarterly submission

You can add submissions for the current quarter only. If a TAFS already has a submission for
the current quarter, you cannot add a second submission.

1. Inthe TAFS tree view on the main FACTS II window, right-click the TAFS for which
you want to add a quarterly submission.
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2. In the menu that appears, select Add Current Quarter.

Add Curent Quarter

[elete Burrent o

The FACTS II program adds a submission for the current quarter

Add Supplemental
in the TAFS tree view. To add transaction details, see the next Copy Quater
procedure. Change Status

Expand Al

Collapse All

SpltSeeount Eurds

Diizplay Undisbursed Balance
Dizplay Met Outlay

Dizplay Exception Window
Dizplay Processing ‘Window

Fefresh

To add transaction details to a quarterly submission

1. Inthe TAFS tree view on the main FACTS II window, click the Cat

Copy
quarterly submission for which you want to add transaction details. Easte
Srefeatil|

Add SGL Account

2. Right-click on the right pane of the window and in the menu that et GG Aoount

appears, select Add SGL Account. E8§t°§ eleted Anmont
opy Fiow

EopmElEl Seeaumt

3. On the Edit Screen, in the USSGL Account field, type an SGL

. Display Undisbursed Balance
account number or select one from the drop-down list. You can select Perfom Edit Checks
only the SGL account numbers available for the selected TAFS. elect Edis

Show List buttons, when clicked, will continuously display the account
balances as you work within the Entry/Edit Screen.

Undisbursed
Balance ﬁeld FALTSH Chent Edit [AFS S5 -UAH0HET -000S000-0 T hird Wemis Year - A000
dlS Ia S Uracirte s Bl mrecs - T e S
indisbursed | ——— 4801 [
palances (o PRI
a drop-down e
menu, for all [k 3 N
the TAFS Begintnd: Net Outlays field
including sub- [ ; displays net
accounts. outlays, from a
drop-down
CI|Ck Add Heiimlnin malvbe: Flag: menu, fOr a" the
Footnote to Appurimeunend Categony:  PREFErE—Y TAFS inc'uding
add a footnote sub-accounts.
or select one
from the drop-
down list.
Category A
The Reguired inforation can be
button (\:/Ivill run selected from the
only the edits drop-down
required for
the Current Penhcem Edit Checkis
quarter. [_—_l

The All button will run all the FACTS II Edits
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5. Select or type the appropriate information in the remaining fields. The FACTS II program
makes certain fields active (fields with a white background) based on the SGL account
number you selected in step 3. All of the active fields are required.

6. The Perform Edits Checks section of the Data Entry/Edit Screen contains the Required
and All buttons. The Required button will run only the edits required for the current quarter
while the All button will run all the FACTS II Edits.

EDIT REPORT: Once you run the edits (either Required Edits or All FACTS II
Edits), a report will display showing your edit results. Refer to the Report below.

- X
[ = v | —

ity Gl Eoart MEFF Paz=ed
DR-T6 OT- F¥- 03 Main-0831 508.000 MSEQ. 0 i
BEr 1 Dedit aqeal Creadt Check
Totsl Crmdite: o |
Total Dbt e wow
Niscospamcy= o
PEir 3 Tetad Resourcer pguad Slates of Resoarces Glecl
Total Resounees ! e
Status of Aesource e |I
Discrepancy ™
oAUt 3 Begiwnsng Balewce Chack .‘
Unobaigated Falance [ o
Prior Yoar Setus ; e LT :,
L o e e e o e e o e e e L 1
bEdir 4 Faro Baiawes Acconsbi |
o Inappropriste USSOL'S Detected | 1
Becin 5 Fued Resowrees aquad Fumd Eqeity Chock |
Fund Res: L e [y
[Faat & Treavwey Fumd Haieece Werificatiow for RTT Acconnts |
o Bl  Rabuinesdl o 1 AFS |
P T Treawarsy Famd Balascs Wt iffemtion :
i

If you do not pass all the edits simply click on the “title line” of the edit you did not pass,
then FACTS II will list the SGL Account(s) that relate to the edit failure at the bottom of the
Edit Check Report. In addition, FACTS II will also allow users to print the Edit Check
Report with the SGL accounts listed at the bottom of the report.

NOTE: The edit check function has been designed to be informational in nature. To change
the status of a TAFS to “Certified” or “Pending Certification” you must use the “Run Edit”
function from the FACTS Il main screen Tool Bar.

7. To add footnote information, click the Add Footnote button. The Add Footnote button
will change to a Cancel button and the Footnote field will change from gray to white. In the
Footnote field either type information required by edit 11 (see The Accounting Edits on page
22) or if a footnote has previously been added then select a footnote from the drop-down list.
If you decide not to enter a footnote click the Cancel button.
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after you click the = If footnote
Add Footnote =l information
button. R . I exists, you

can use the
Once clicked, the drop-down to
Add Footnote field Required = QK ncel  select
changes to footnote
Cancel. Use the scroll bars to select Click OK to save  Click Caficel to information

your next SGL to edit your footnote close the
screen.

8. After you complete the footnote information, click OK to save the footnote.

9. After you complete the Edit Screen, do one of the following:

o If you would like to enter another SGL Account, click OK to save the transaction
details. Then select another SGL account by using the scroll bars to select the next or
previous USSGL or go back to the USSGL Account field and select another SGL
account from the drop-down.

o If you are finished, click Cancel to close the Data Entry/Edit Screen.
To copy an SGL account and its transaction details

You cannot add duplicate transactions within a quarterly submission. In other words, if you
copy an SGL account and its transaction details, you must change at least one of the
transaction details. If you change the Debit/Credit Code or the Amount, you must change at
least one other field.

i e

Follow these steps to copy an SGL account and its transaction details

(Copy
within a quarterly submission: Eastz
Selectsl
1. In the right pane of the main FACTS II window, right-click the %dd 2B fieant
] Delete SGL Account
SGL account that you want to copy and in the menu that appears, Festore Dleted Account

Copy Row

select Copy Row.

[Eopy SE( Aecount

. . . Dizplay Undisbursed Balance
2. On the Edit Screen, change the appropriate fields and then click G

OK. Select Edits

To copy a TAFS’s quarterly submission

Take advantage of this feature if you consistently report the same SGL accounts for a TAFS
each quarter. You can copy submissions within one TAFS or copy submissions from one
TAFS to another. After you copy a submission, you need to change only amounts and other
appropriate transaction details for the current quarter.

You can add submissions for only the current quarter. If a TAFS already has a submission for
the current quarter, you cannot add a second submission.
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Follow these steps to copy a TAFS’s prior quarterly submission as a submission for the
current quarter:

1. Inthe TAFS tree view on the main FACTS II window, right-click 'j' :'-*E""- '3-'-"-'
WEIETEABOTENH LHE
the TAFS to which you want to copy a quarterly submission and in Add Supplemental
the menu that appears, select Add Current Quarter. Copy Quarter
[Eharme Statie
L . Expand Al
The FACTS II program adds a submission for the current quarter in Callapse Al
. SplitEceaunt Funds
the TAFS tree view. Dizplay Undisburzed Balance
Dizplay Met Outlay
Display Exception Window
Dizplay Processing Window
HRefresh
. . L. . AddEumentEuarter
2. Right-click the quarterly submission that you want to copy and in the Deletz Gurent fode

menu that appears, select Copy Quarter.

3.

4,

5.

6.

Add Supplemental

Copy Quarter

[Ehange Status
On the Copy Quarter TAFS Accounts window, click Yes. Expand Al
Collapze All
St oo s
Dizplay Undizbursed Balance
@ Copy TAFS 97- 4-0834-000-000-0 , 2000-Quarter 4 7 Dizplay Met Outlay

Dizplay E xception Window
Dizplay Processing "Windaw

Refrezsh

Click the submission for the current quarter that you added in step 2.

On the Copy Quarter TAFS Accounts window, click Yes.

The FACTS II program copies all of the SGL accounts and transaction details from the
prior quarterly submission to the submission for the current quarter.

Copy Quarter TAFS Accounts

@ Paste from 97 +-0834-000-000-0 ko TAFS 87- ¢-0834-000-000-0, 2007 -Guarter 2 2

o |

There are instances when all of the SGL accounts are not copied. The system will not
copy an SGL account if a particular change has occurred for the current Quarter to an
SGL attribute associated with the SGL account. The Deleted Transactions window will
appear identifying the transactions the system deleted based on the current Quarter
requirements.

On the Deleted Transactions window, click OK.
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& FACTS 1l =)=
File Edit Toolz Reports Window Help
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7. On the Copy Quarter Complete window, click OK.

% FACTS I =10 x]

File Edit Toolz Heports 'window Help

0 EH (&= BL | H» <My &8

¢ FACTS Il - Preparer ID JHOGEP, JEFF HOGE |
|TAFS Title : Compensation of members, Senate
=] oo-  -sz-o0100-000-000-0 SGL Acct. Debit/ Begin/ A t Authority Type Appor
B Z00Z-Quarter Z Credit End Category
&
®-f oo~ -¥-0l01-000-000-0
#-] o0~ -00-0101-000-000-0
@3 oo~ -ooo1-0101-000-000-0
®-] oo- -0l02-0101-000-000-0
F-f] 0o~ -0103-010L-000-000-0 Copy Quarter Complete [x]
®- o0-  -¥-0678-000-000-0
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=7 25- -o0-1400-000-000-0
®-] 95- -01-1400-000-000-0
®-f0] 95- -0z-1400-000-000-0
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| r‘ilalus: Editing [Double click an row to seededit details. Right Click for other options.
|Ready
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To change a quarterly submission

Do the following to change the transaction details of a TAFS’s quarterly submission. You can

change only the submissions that have a status of Editing.

Chapter 4 - FACTS II Preparers

1. Inthe TAFS tree view on the main FACTS II window, locate the TAFS for which you
want to see quarterly submissions and click # to see the TAFS’s submissions.

2. Click a quarterly submission. The submission’s SGL account numbers and transaction

details appear in the right pane of the window.

2. To change an SGL account’s balance, click the Amount cell and then type a new value.

To change an amount,

3. To change other transaction details, do the following:

To change
other
transaction
¥ E 1 SGL Acel. %:: Bﬁ-{ e ]mb Type Appn Calogary Im’ Ll-u'-uiu I“":"k || etalls, double-
¥ 1i= el I ndec atod H
+ T 11 i Detd | End 2521 84 E _CIICk anyWhere
H g Deee | nd A in the row
B 22 sn Dett | Erd s s
o T 2 4m Detw | Begn 50.802 265,98 .
= EL 4% Cedt | End 0.000.00 106113
a fre Ciedi | Brgn 5,851 798 02
- 4510 Ciedd | End FeRErd O]
Cfw EH 4510 Ciadt | End 1M4575 7
4m Ciedt | Bogn 202419487 Categorp &
45m Crml Erd SN nam L )
400 Ciadt | End 11.506.501.00 Canagory

o Double-click anywhere in the row of the SGL account that you want to change.

o On the Edit Screen, change the appropriate transaction details and then click OK.

4.4 Editing Quarterly Submissions

When you change a TAFS submission’s status to Certified or Pending C

ertification, the

FACTS II program performs a series of accounting edits to verify the accuracy of the
information that you provide in the submission. You can perform these accounting edits
before you change the submission’s status to ensure that all of the edits will be passed.

To perform accounting edits

1. Inthe TAFS tree view on the main FACTS II window, click the
quarterly submission for which you want to perform accounting edits.

2. Right-click anywhere in the right pane of the window and in the
menu that appears, select Perform Edit Checks.

The FACTS II program performs all of the accounting edits
appropriate for the current quarter.
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3. If a window appears describing an error, note the error and then click OK to continue
performing the accounting edits.

To perform selected accounting edits

Do the following to perform selected accounting edits. When you change the status of a
submission, the FACTS II program performs all of the accounting edits appropriate for the
current quarter regardless of what you select here.

(St
. . . . E

1. Inthe TAFS tree view on the main FACTS II window, click the ;:Zfe

quarterly submission for which you want to perform accounting Seleot A1

edits. &dd SGL Account
Delete SGL Account

. . . . . . Festore Delsted Aoomint
2. Right-click anywhere in the right pane of the window and in the CDBSPD;BDWEB S
menu that appears, select Select Edits. Copy 56L Aocount
. . Digplay Undizbursed B alance
3. On the window that appears, select the edits that you want to Pertorm Edit Checks

perform and then click OK.

This option is informational only. You may select any of the accounting edits, i.c., you
will not be restricted to select only the edits appropriate for the current quarter. The
FACTS II program performs the accounting edits you have selected.

Select EDITS to perform.

Debit ¥s Credit (Edit 1]

Total Resources vs Status of Resources [Edit 2]
Beginning Balance Check (Edit 3) [l

Zero Balance Accounts [Edit 4) B

Fund Resource vs Fund Equity (Edit 5] [
Treasury Fund Balance [Edit 6] [l

Treasury Fund Balance( Edit 7] [l

Allocation Transfer Required Accounts (Edit 8) B
2108 all Cols 7 - 11 (Edit 10)

Footnotes(Edit 11) [l

Outlay Reconcilliation (Edit 12)

Select the edits that
you would like to
perform and then
click OK

Cancel

4.4.1 The Accounting Edits

The following table describes the accounting edits.

Edit | Description Performed

1 Debit vs. Credit. Total ending budgetary debits must equal total ending All quarters
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Edit | Description Performed

budgetary credits (4000 series of accounts).

2 Resources vs. Status of Resources. Total budgetary resources must All quarters
equal total status of resources, as reported on the SF 133 report.

3 Beginning balance. The beginning budgetary resources less the beginning | All quarters
obligated balances must equal the beginning unobligated balances
(beginning budgetary debits must equal beginning budgetary credits).

4 Zero balance accounts. Certain SGL accounts should have no balance for | Quarter 4
fourth quarter reporting. Anticipated amounts, such as SGL account
number 4060, "Anticipated Collections from Non-Federal Sources" is one
example.

5 Resource vs. Equity. The SGL account balances that correspond to fund Quarter 4
resources on the FMS 2108 report must equal the SGL account balances
that correspond to fund equities on the FMS 2108 report. Fund resources
include the Post-closing Unexpended Balance (column 5), Other
Authorizations (column 6), and Receivables (columns 7 and 8). Fund
equities include Undelivered Orders and Contracts (column 9), Accounts
Payable and Other Liabilities (column 10), and Unobligated Balances
(column 11).

6 Treasury fund balance. SGL account balances for authority types such as | Quarter 4
contract, borrowing, and investments reported in your submission must
equal the Pre-closing Unexpended Balance (FMS 2108 column 2) that
Treasury maintains in its books.

7 Treasury fund balance. SGL account balances that correspond to the Quarter 4
undisbursed fund balances reported on the FMS 2108 report (SGL account
1010 in column 5, plus or minus SGL accounts 4350 “Canceled Authority”
and 4391 “Adjustments to Indefinite No-Year Authority” in column 4) must
equal the Pre-closing Unexpended Balance that Treasury maintains in its
books.

8 Required SGL accounts. Any TAFS that contains SGL account numbers Quarter 4
1330 or 2150 must also contain the following SGL account humbers:

= 4135
= 4138
= 4170
= 4175
= 4176
= 4190

9 Available for future use. N/A

10 Proper cancellations. For the following TAFSs, the SGL accounts that Quarter 4
crosswalk to columns 7-8 (receivables) and 9-11 (payables) on the FMS
2108 report must contain zero balances:

= All annual TAFSs for the canceling fiscal year (five years prior to the
current fiscal year)

= All multi-year TAFSs whose period of availability ended in the canceling
fiscal year
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Edit | Description Performed
= All canceling "X" year TAFSs
11 Footnotes. A footnote is required for any Treasury Appropriation Fund Quarter 4
Symbol with any of the following:
» Negative receivables
= Negative payables
= Negative balances in the following SGL accounts:
o 4221 "Unfilled Customer Orders Without Advance"
o 4133 "Actual Adjustments to Contract Authority"
= Non-zero balances in any of the following SGL accounts:
o 4131 "Current-Year Contract Authority Realized - Definite"
o 4132 "Current-Year Contract Authority Realized - Indefinite"
o 4135 "Contract Authority Liquidated"
o 4141 "Current-Year Borrowing Authority Realized - Definite"
12 Outlay reconciliation. Outlay amounts reported in your submission must | All quarters

equal those reported on the SF 224 “Statement of Transactions”
(year-to-date, cumulative balances).
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4.5 Changing a Submission’s Status

Do the following to change the status of a TAFS submission from Editing to Certified
(quarters 1-3) or Pending Certification (quarter 4). When you change a TAFS’s status, the
FACTS II program automatically performs the accounting edits. You cannot change the
status of a submission that fails any of the accounting edits.

You cannot change a submission’s status to Certified during quarter 4. You can change the
status to Pending Certification, and then your certifier can change the status to Certified after
he or she reviews the submission.

To change the status of a submission

Note: The steps to change the status of a submission to either Certified or Pending
Certification are the same. After you perform this procedure, if a submission passes the
accounting edits, then the FACTS II program changes its status to Certified during quarters 1-
3 or Pending Certification during quarter 4.

Sdd Eurrent [uarter

1. Inthe TAFS tree view on the main FACTS II window, right-click Delete Cunent Node
the quarterly submission for which you want to change the status and in | #ddSupelementsl
the menu that appears, select Change Status. S
Espand &l
2. On the Change Status window, click Yes. e
Splitdeaount Furds
Dizplay Undisbursed Balance
3. Ifa window appears describing an accounting edit failure, then USRIy
R . . Dizplay Exception Windaw
note the information and then click OK. Display Processing Windaw

Refresh

Y ou must correct all accounting edit failures before you can change
a submission’s status.

4.6 Creating Supplemental Submissions

Supplemental submissions provide a way for you to amend incorrect or incomplete
information that you reported in the previous and/or current quarter’s submission.

Include in your supplemental submission only the SGL accounts for which you reported
incorrect or incomplete information. If you reported an incorrect amount for an SGL account,
include in your supplemental submission an amount to be netted with the amount that you
previously reported. For example, if you reported a $10,000 credit for a specific SGL
account, but the amount should be $9000, your supplemental submission should contain a
$1000 debit.
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Because several exceptions exist for submissions during quarters 1-3 verses quarter 4, the
supplemental submission process has been divided into two sections:

1. Quarters 1-3

You are able to create a supplemental submission for current quarters during quarters 1-3 and
you are able to create a supplemental submission for the previous quarter during quarters 2-4.
A supplemental record can only be created if the status of the previous/current quarter’s
submission is Certified or Reported On. You wil/ not be able to create a second or
subsequent submission. To have a second supplemental submission created, you must
contact your FACTS II administrator. Like regular submissions, the preparer must certify
supplemental submissions in quarters 1-3.

2. Quarter 4

Because of the importance of timely reporting at year-end, only your FACTS II administrator
can add a supplemental submission for quarter 4, either during the quarter 4 reporting
window or during the Revision Period, a special reporting period in January. After your
administrator adds the supplemental submission, you can add its transaction details. Like
regular submissions, the certifier must certify supplemental submissions during quarter 4.

To create a supplemental submission

1. Inthe TAFS tree view on the main FACTS II window, right-click %dld Cugentﬂusft:'
.. . Delete Current Mode
the quarterly submission for which you want to add a supplemental #dd Supplemental
submission and in the menu that appears, select Add Supplemental. Copy Quatter
LChange Status
The FACTS II program adds a TAFS to the TAFS tree view that Expand s
. Callapse &l
contains a MAF Sequence Number = 1. ol P B

Dizplay Undisbursed Balance

. . . Dizplay Met Outl
2. Right-click the new TAFS and in the menu that appears, select Add DE;Z? E:;ep:t;y\mndow

Cu}"}"ent Quarle}" Dizplay Processing Window
Refresh

3. Click the new supplemental submission and in the right pane of the
window, add transaction details.

4.6.1 Supplemental Submissions with RT7 Association

A RT7 (Record Type 7) is a unique identifier for other authority types for a TAFS such as
borrowing, contract, and investments. Examples of RT7s include:

m 911 — Unrealized Discount on Investments
m 921 — Imprest Funds (Funds Held Outside the Treasury)
m 931 — Unamortized Premium and Discount

m 941 — Unfunded Contract Authority
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951 — Authority to Borrow from the Treasury
961 — Other Monetary Assets

962 — Authority to Borrow from the Public
965 — Other Monetary Assets

971 — Investments in Public Debt Securities

972 — Investments in Agency Securities

A RT7 supplemental record can be added for Quarters 1-4 by contacting the FACTS II
Administrators via email. Contact information can be found at
http://www.fms.treas.gov/ussgl/factsii/index.html. The FACTS II administrators are the only

individuals that can add RT7s to a supplemental record.

To view a TAFS with RT7 Association

1. Ifyou are not certain whether the TAFS contains a RT7 identifier mw Node
then in the TAFS tree view on the main FACTS II window, right- Add Supplemental
click the quarterly submission for which you want to add a E“"'ﬂ“"“'
supplemental submission. In the menu that appears, select Display Expand Al
Undisbursed Balance. r'"“” .
2. An Undisbursed Balance window will appear and display the Dispbay Nl Dutlay

. Dezplay Exceplion Windos
Fund Symbol and Pre-Closing Balance. If the Fund Symbol has a Displp Proossiing Windaw
RT7 identifier, then you will need to contact a FACTS II Retmsh

administrator to add the supplemental record (for a// Quarters).
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# [™ oo-  ~00-0401-000-0 ] Fund Symbol Pie Closing Balance |
+ D O0= =0001=010L=000{50--¥-0L01-000-000-0- .00
# oo~ -0102-0101-000 | go--%-0101-000-000-p- 971 .00
# B oo-  -0102-0101-000 {0o--%-0101-000-D00- b7z - 00
+
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w8 14~ -x-s0a0-000-00 o T o e Rt anee KT
# ] 95~ -X-1400-000-00
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w5 95-  -97-1400-000-0 Fund Symbols
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4 [™ 95~ -93-1400-000- with RT7
Loy I ] E i
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| |
_ [Gtatus: Editing Troubie cick, on tow [0 sea el Getal, Fght Chck for other ophions.
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4.7 Exporting Data

The following table describes the data that you can export using the FACTS II program.

Types of Data Description

Transaction data Selected TAFSs and adjusted trial balances that you entered using
the FACTS II program, including SGL accounts, balances, and
transaction details.

SF 133 Crosswalk Table Information used to indicate on which line on the SF 133 report that
SGL account balances appear.

FMS 2108 Crosswalk Table Information used to indicate in which column on the FMS 2108
report that SGL account balances appear.

OMB Budget Account Table | OMB Budget Agencies, their Bureau Codes and required SGL
account attribute values.

OMB Budget Agency Table OMB Budget Agency numbers and descriptions.

OMB Budget Bureau Table OMB Budget Bureau codes and descriptions.

Accounting Edit 1-12 Tables | Information used during accounting edits 1-12.

Accounting Pre-Edit Table Information used before the accounting edits to determine which
SGL accounts are valid for a TAFS.

SGL Domain Table Valid SGL account attribute values.

SGL Account Table The current fiscal quarter’s SGL accounts and valid attribute values.

To export transaction data (TAFS submissions)

1. On the main FACTS II window, from the Tools menu, select Export Transaction Data.

All of the transaction details of your TAFSs appear in the ATB SGL Status Transaction
Records table sorted on the Department Regular Number column.

Lo [t leck frepors jledow Hep .
EHO0EdH &~ @8 4 b 4 b ¥ =0

[F S St Tramemtion Mmcoedls
Fiscal YrFigcal Month Dept RequtarCapt Transfes Fiscal Yaarhain Acct Sub Acct Sym Acct Spit Sea Num Maf Sea Num Sl Acct Num Db Cr Coda Balanca Coda Dolla 2|
n 5] n x n oo o [ehluiti] o E
n ) 1" x 1mnm oo o 11010 o E
1 ® el x nm o 00 a0 o E
T 2 x nm o 00 11010 o E
n 5] rr] x R oo o 21000 o E troovdl |
n ) n x nn oo o 24119 o E 200
1 ® el x nz o 00 24170 o E 24100(_J . .
T 2 x nm o w0 2420 L B 27, Click Filter to
n 5] rr x an oo o 242 o E ST elect records
n ) n x nn oo o 2435 [ E L
1 ® el x nm w0 24450 B 651 to export
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2. Do the following to select specific records to export. If you want to export all of the
records, skip this step.

o Click Filter.

o On the Specify Filter window, build a filter using the Functions, Columns, and
operator buttons.

For example, to export only the TAFS submissions for fiscal year 2001 quarter 2,
your filter should look like the following:

fiscal_yr = ‘01’ and fiscal _month = ‘06’

You can use standard arithmetic operators (+ - * / = <>) and logical operators (and,

or, not).
Specify Filter [ ]
fizcal_yr="01"and fizcal _month = '0E'
Functions: Calumins:
Click an operator, | = <[ > [asfx] 2] [scalu f’
N ascfs) fiscal_manth
FUnCthn, or avgl H for all | dept_regular
= = bitmap [ 3] dept_transfer
C?jlumn name to ﬂ J ceiling] =] fiscal_year
indicate it in your caze| % when a ther main_acct
Y ﬂ J chail x| sub_acct_sym
filter oosf 11 LI acct solit s2a num LI

o After you build your filter, click Verify.

The FACTS II program verifies that the syntax of your filter is correct. One problem
you may encounter is incorrect data types. For example you may assume that the
fiscal_yr column is numeric, but the fiscal yr column is alphanumeric and you must
enclose the value after the operator in quotes. For example fiscal yr=‘01".

o Ifan error window appears after you click Verify, click OK and correct your filter.

o If the Filter is OK window appears after you click Verify, click OK
and on the Specify Filter window, click OK. & -

The records that satisfy the conditions of your filter appear in the
ATB SGL Status Transaction Records table.

2. Do the following to sort the records in the ATB SGL Status Transaction Records table. If
you don’t want to sort the records, skip this step.

o Click Sort.

o On the Specify Sort Columns window, to select the columns on which to sort the
table, use your mouse to drag the column names from Source Data to Columns.

Specify Sort Columns [ x]
1) Drag and Drap items. oK
2] Dauble click calumn to edit -
) Cancel

Source Data Columns Azcending
dept_regular ;I dept_regular I
dept_transfer J dept_transfer V.

= T
liscal_year fiscal_vear il .
i sz i st " [ —Clear the Ascending
sub_acot_sym sub_acct_sym v checkbox to sort in
acol_split_seq_num acct_split_seq_num irdl i

i descending order

db_cr_code

maf_seq_num mat_seq_num
sal_acct_num
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The order in which the names appear under Columns determines the sorting
hierarchy. For example in the sample window, the dept_regular column is the
primary sort, the dept_transfer column is the secondary sort, and so on.

To specify sorting conditions for a specific column name, double-click the name

under Columns and on the Modify Expression window, build your sort condition the
same way you build a filter as described in step 2.

On the Specity Sort Columns window, click OK.

The sorted records appear in the ATB SGL Status Transaction Records table. The
FACTS II program exports records in the order in which you sorted them.

3. To export the records, click Export.

4. On the Save Record Data window, click Yes.

@ Do you want to zave this data to a file?
Mo |

Save Record Data

5. On the Save As window, select the folder where you want to save the TAFS submissions

file.

6. In the File name field, type a name for the TAFS submissions file that you are saving.

7. From the Save as type drop-down list, select a file type.

For information on file types, see the following section “File Types.”

Save As 7]
Save i I 23 My Documents j gl IET 5
FACTS I [(Aweskly Repart
Miscellansous
My Pictures
RFC & Link,
Select a folder iyl
Wizio Pictures
..type afile
name...
\File harme: I Save I
Save az type: IESV with headers Cancel |
...select a file type i
Dbaze 2
i Dbasze 3
...and then click DIF

Save Exrcel

Ewcel with headers
Excels

Ercels with headers
HTML Table
Powersoft Report &

8. Click Save.

9. To return to the main FACTS II window, on the ATB SGL Status Transaction Records

table, click Cancel.
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To export table data

1. On the main FACTS II window, from the Tools menu, select Export Table Data.

The tables that you can export appear on the Export FACTS II Table Data window.

2. Under Select Table to Export, double-click the table name that you want to export.

The contents of the table that you selected appear under Table Data to Export.

x
Ele ES Jooh Hecots Window Heb
BO0ELH & me U TR a9
Gelsct Table fo Export Table Data 10 Export
©_133cwalk i Fy S At Fermal Bl e Ered Iend Setbonty ppn Eina Cal Il Dl Inckobrats I Legesiotions Inel Publc: Lav Mg Col Frss Flag fsd =
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"5 budge_scel 00 120 D E N (] H N N ®
_C_budgel_agency 00 AW O E N N M N N N N N
©_budgel_buresy 2000 1% O £ N N N N N N N
_U_tllll' :”d Jeb ea cred 20 130 D E N H H N M M N N
= = = 2000 1610 D Y N M T N 0 T N N
20 w1 © E N H H N M M N N
2000 1612 © 3 N K N 0 0 N N
= 20 183 0 E N L] M N M M N N
K_wi_rbsource_isimius 2000 1620 © ¥ N I N N i N N
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table name 00 4000 © £ s H H N M ] N
— 000 411 D E P ¥ H ¥ ¥ ® H N
and you see \m m: o E P W M i v M H N
the table |20 4 o ¥ P v T ¥ h T ] .
data. « ! N

Bt | S Fan [ et | teeesd |

[Fieade

3. Do the following to select specific rows in the table to export. If you want to export
all of the rows, skip this step.

o Click Filter.

o On the Specify Filter window, build a filter using the Functions, Columns, and
operator buttons.

For example, to export only the SGL accounts that normally have credit balances,
your filter should look like the following:

normal bal = ‘C’

You can use standard arithmetic operators (+ - * / = <>) and logical operators (and,

or, not).
? ) Specily Filter
fiscal_yr ='01" and fiscal_maonth = ‘06" ;I oK |
Functions: Colurnins:
Click an operator, < 5] [E i’ g —
Function, or asc(z ] fiscal_manth
avagl # for all ] dept_regular
Column name to ﬂ ﬂ bitmap [ =] dept_transter
. | d t . ceilingl = | fizcal_pear
Include It in your casel % when a ther main_acct
char( =] sub_acct_swm
filter ﬂ J cosl x| LI acct solit s2a hum LI
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After you build your filter, click Verify.

The FACTS II program verifies that the syntax of your filter is correct. One problem
you may encounter is incorrect data types. For example you may assume that the
SGL Acct column is numeric, but the column is alphanumeric and you must enclose
the value after the operator in quotes. For example sgl acct=1010’.

If an error window appears after you click Verify, click OK and correct your filter.

If the Filter is OK window appears after you click Verify, click OK aull
and on the Specify Filter window, click OK. & ——

The records that satisfy the conditions of your filter appear under
Table Data to Export.

Do the following to sort the records in the table. If you don’t want to sort the records,
skip this step.

Click Sort.

On the Specify Sort Columns window, to select the columns on which to sort the
table, use your mouse to drag the column names from Source Data to Columns.

Specify Sort Columns
1] Drag and Drop items. -EIK
2] Double click column to edit
Cancel |
Source Data Columis Azcending
pt_fy = | |nomal_bal | [V
sal_acct begin_end_ind ||7
normnal_bal
begin_end_ind \C .
I lear the Ascending
bea_cal_ind | checkbox to sort in
del_indefinite_ind H
BT descending order
ublic_law_no
| =

The order in which the names appear under Columns determines the sorting
hierarchy. For example in the sample window, the normal bal column is the primary
sort and the begin_end ind column is the secondary sort.

To specify sorting conditions for a specific column name, double-click the name
under Columns and on the Modify Expression window, build your sort condition the
same way you build a filter as described in step 3.

On the Specify Sort Columns window, click OK.

The sorted records appear under Table Data to Export. The FACTS II program
exports records in the order in which you sorted them.

3. To export the table, click Export.

4. On the Save As window, select the folder where you want to save the file.
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Save As
Save in: Ia My D ocuments j gl :
FACTS I [ wWeekly Repart
Mizcellaneous
Select a folder My Pictures
RFC &gency Link
Time Sheets
Visio Pictures
..type afile
name...
File name: | Save I
...select a file type—gave as hype: ICSV ith head ﬂ Cancel |

...and then click
Save

Dbaze 3

DIF

Excel

Excel with headers
Excels

Exceld with headers
HTML Table
FPowerzoft Report w7

In the File name field, type a name for the table data file that you are saving.

From the Save as type drop-down list, select a file type.

For information on file types, see the following section “File Types.”

Click Save.

8. To return to the main FACTS II window, on the Export FACTS II Table Data window,
click Cancel.

4.

7.1 File Types

The following table describes the file types you can select when you export and save a
transaction or table file. If a file type fails to work, export the file again and select a different

file type.
File Type Description
csv Comma-separated values (CSV)

CSV with headers

Comma-separated values with column headings

dBASE 2

dBASE® version 2 format

dBASE 3 dBASE version 3 format

DIF Data interchange format (DIF). A format consisting of ASCII codes in which
database, spreadsheet, and similar documents can be structured for use by
and transfer to other programs.

Excel Microsoft Excel® spreadsheet

Excel with headers

Microsoft Excel spreadsheet with column headings

Excel5

Microsoft Excel version 5 spreadsheet
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File Type

Description

Excel5 with headers

Microsoft Excel version 5 spreadsheet with column headings

HTML tables

Hypertext Markup Language (HTML). The markup language used for
documents on the World Wide Web.

Powersoft Report

Powersoft® report format

sqQL

Structured Query Language (SQL) syntax. SQL is a database sub-language
used in querying, updating, and managing relational databases.

SYLK

A symbolic link file (SYLK) constructed with a proprietary Microsoft format,
used primarily for exchanging spreadsheet data so that formatting
information and intercellular data value relationships are preserved. This
format is used by Microsoft Multiplan®.

SYLK with headers

SYLK format, the first record contains column headings

Text

ASCII format with each field padded with spaces to maintain field widths
and a carriage return at the end of each record.

Text with headers

ASCII format, the first record contains column headings

WKS

Lotus 1-2-3® spreadsheet

WKS with headers

Lotus 1-2-3 spreadsheet with column headings

WK1

Lotus 1-2-3 spreadsheet

WK1 with headers

Lotus 1-2-3 spreadsheet with column headings

Windows Metafile

Windows metafile format. A metafile is a file that contains or defines other
files. Many operating systems use metafiles to contain directory information
about other files on a given storage device.
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FACTS II Certifiers

Use this chapter if you are a FACTS II certifier. If you are a FACTS II preparer, use chapter
4. This chapter describes the following functions available on the certifier’s main FACTS II
window:

m  Reviewing a TAFS’s quarterly submissions

m  Changing the status of a TAFS

5.1 The Certifier's Main FACTS II Window
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AT [Cetmed =0 m gx :ﬂ nma.;ggg mmg 3 . oraer, clici
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Left pane: The Right pane: The selected TAFS's transaction details
preparers and TAFS

assigned to you
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TAFS Format

The TAFS is a unique identifier for each fund and consists of the following:

m  2-digit Department Regular Number
m  2-digit Department Transfer Number — This field may be blank.
m  4-character Fiscal Year — The Fiscal Year field may appear in the following formats:

o 9999 — Multi-year funds. The first two digits are the first year of fund availability
under law that a TAFS may incur obligations. The second two digits are the last year
that a TAFS may incur obligations.

o bb99 — Annual funds. The first two positions are blank. The second two digits are the
year of fund availability under law that a TAFS may incur obligations.

o bbbX — No-year funds. The first three positions are blank. X indicates that funds are
available until the purposes for which the funds were made available are
accomplished.

o bbbM — M account. The first three positions are blank.

4-digit Main Account Number

3-digit Sub-Account Number

3-digit Account Split Sequence Number — A number > 000 indicates an account split.

3-digit MAF Sequence Number — 000 indicates an original MAF, a number > 000
indicates a supplemental MAF.

5.2 Reviewing TAFS Submissions

During quarters 1-3, a preparer can change the status of a TAFS submission from Editing to
Certified. Therefore, a certifier is not required to perform any certification functions during
these quarters. However, FMS recommends that certifiers review all submissions each
quarter.

During quarter 4, the preparer changes the submission’s status to Pending Certification and
then the certifier to which the preparer is assigned must change the status to Certified.
Review the TAFSs of each preparer assigned to you before you change their statuses.

To review a TAFS submission

m  In the left pane on the main FACTS II window, click a TAFS. The transaction details of
the TAFS submission appear in the right pane.
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5.3 Changing a TAFS Submission’s Status

To change a status from Pending Certification to Certified

After you review a TAFS submission and verify the accuracy of its transaction details, do the
following to change its status to Certified. You can change the status of only a submission
whose current status is Pending.

1. In the left pane on the main FACTS II window, right-click the TAFS whose status you
want to change. |

Certifp Fecords

2. In the menu that appears, select Certify Records. Statuz To Editing

3. On the Certification Authorization window, click Yes.

To change a status from Pending Certification to Editing

If the preparer needs to correct a TAFS submission, do the following to change the status of
the submission to Editing.

1. In the left pane on the main FACTS II window, right-click the TAFS whose status you
want to change.

2. In the menu that appears, select Status To Editing.

3. On the Status to Editing window, click Yes.

To select a group of TAFS in consecutive rows

Do the following to select multiple TAFS in consecutive rows so that you can change their
statuses at the same time. After you select a range of TAFS, right-click any one of the TAFS
to change all of their statuses.

1. Click the TAFS in the top row.

2. Press and hold SHIFT and click the TAFS in the bottom row.

% FACTS Il - Centifier ID MHON, MARGARET HON

ITD certify a range:Click st row, hit the Shift Kep then click the last rave. To Certify mulitple

Fund Symbol Preparer Id  ATE Status Code ATI SGL Acct.
[ 1--K¥-1111-000-0 MMURPHY Cerifisd > |[D=t

T%111-000-1 NMURPHY | Certified =[r=i igg]z

Click the top TAFS... — 1--4-1111-000-2 MMURPHY  [Editing x]oet 1901
— e 42
480

4501

...press and hold Shift —] 125”0

and click the bottom £ 4510
TAFS r?..x.3999.uuu.u MMURPHY  [Eciting =|pe 4450

4396
42
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To select multiple TAFS that are not in consecutive rows

Do the following to select multiple TAFS that are not in consecutive rows so that you can
change their statuses at the same time. After you select several TAFS, right-click any one of
the selected TAFS to change all of their statuses.

1. Click a TAFS.

2. Press and hold CTRL and click the other TAFS that you want to select.

& FACTS 1l - Certifier ID MHON, MARGARET HON

|T0 certify a range: Click 1st raw, hit the Shift Key then click the last row. To Certify mulitple ro

Click a TAFS...
Fund Symbol Preparer Ild  ATB Status Code ATI SGL Acct.
11--K-1111-000-0 MMURPHY Pending
1—H-111-000-1 MMURFH 4630
4352
...press and hold e e Total Ending
. 2. 0-0 hbdLIRPHY e uagetary Uebis:
Ctrl and click the
b2-¥-2222-000-1 MMURRHY Total Ending
other TAFS you = getary Credits:
want to select b2--yx-2222.000-2 MMURPHY  [Editing [
47 _001-1 MMLIRFHY | Pending
MMURPHY Pending
T
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FACTS II HQ Reviewers

Use this chapter if you are a FACTS II HQ reviewer. FMS created the HQ reviewer user role
to enable agency administrative personnel to review TAFSs. This chapter describes the
following functions available on the HQ reviewer’s main FACTS II window:

m  Reviewing a TAFS’s quarterly submissions

6.1 The HQ Reviewer’s Main FACTS II Window
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-] s5-  -00-1100-000-000-0
[ ss- -o01-1100-000-000-0
[ s5- -9s-1100-000-000-0
[ s5- -97-1100-000-000-0
[ 55~ -58-1100-000-000-0
\ Dss- -ss-nr00-000-000-0 o[l T
| Sglus: Editing B ouble ok on 0w to ssededt detals. Right Ciok for other options
Feady
- o SN— —
Y o~
Left pane: the TAFS Right pane: The selected submission’s transaction details
tree view with the
TAFS assigned to the
preparer
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6.1.1 The Main FACTS II Window Icons

The following table describes the icons that you see in the TAFS tree view.

Icon | Description

Represents one TAFS.

Represents one supplemental TAFS.

Represents one TAFS reassigned to a different preparer.

Represents one quarterly submission with Editing status. The FACTS II program assigns
the Editing status to a submission. The assigned preparer can edit the quarterly submission.

Represents one quarterly submission with Pending Certification status. After running the
edit process, the preparer assigns the Pending Certification status to a submission during
quarter 4. The certifier can review the submission and change its status to Certified.

Represents one quarterly submission with Certified status. After running the edit process,
the preparer assigns the Certified status to a submission during quarters 1-3. Only the
certifier can assign the Certified status to a submission during quarter 4.

N Od e ® @ 0

Represents one quarterly submission with Reported On status. The FACTS II program
assigns this status to a submission. The submission was reported to FMS and OMB.

i

6.1.2 TAFS Format

The TAFS is a unique identifier for each of your funds and consists of the following:

m  2-digit Department Regular Number
m  2-digit Department Transfer Number — This field may be blank.
m  4-character Fiscal Year — The Fiscal Year field may appear in the following formats:

o 9999 — Multi-year funds. The first two digits are the first year of fund availability
under law that a TAFS may incur obligations. The second two digits are the last year
that a TAFS may incur obligations.

o bb99 — Annual funds. The first two positions are blank. The second two digits are the
year of fund availability under law that a TAFS may incur obligations.

o bbbX — No-year funds. The first three positions are blank. X indicates that funds are
available until the purposes for which the funds were made available are
accomplished.

o bbbM — M account. The first three positions are blank.

4-digit Main Account Number

3-digit Sub-Account Number

3-digit Account Split Sequence Number — A number > 000 indicates an account split.

3-digit MAF Sequence Number — 000 indicates an original MAF, a number > 000
indicates a supplemental MAF.
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6.2 Starting the FACTS II Client Program

After you start the FACTS II program, you are prompted to select a preparer. Select the
preparer whose TAFS you want to review.

To select a preparer

:
m  On the Logon as window, select the preparer whose TAFSs you - — . T
want to see and then click OK. Selectthe Properer 14

Note: After you select a preparer, you must quit and restart the
FACTS II program to see another preparer’s TAFSs.

Search |
Cancel

6.3 TAFSs and Quarterly Submissions

The TAFSs assigned to your preparer appear in the TAFS tree view in the left pane of the
main FACTS II window. You see only the TAFSs assigned to the preparer that you selected
when you started the FACTS II program. To see a TAFS’s quarterly submissions, click
next to the TAFS. Each submission contains a set of SGL (U.S. Standard General Ledger)
account numbers and a balance and transaction details for each SGL account number. The
sum of a submission’s SGL account balances is the TAFS’s adjusted trial balance.

To review a TAFS’s quarterly submissions

1. Inthe TAFS tree view on the main FACTS II window, locate the TAFS for which you
want to see quarterly submissions and click [ to see the submissions.

2. Click a quarterly submission. The submission’s SGL account numbers and transaction
details appear in the right pane of the window.

i
5 FACTS Il HE B3

File Edit Tools FRepots Window Help

i 8= B2 | < «r | @28

& FACTS Il - Preparer ID MMURPHY, Michael Murphy [x]
[TAFS Tile - Cout of Appedls for Velerans Clais Galaies and expares
- - =Ee = = - | et ebit. eqgin. mount uthority Type ppor Category .ategory egislation 'ul
[ z0-  -x-450z-000-000-0 SGL A Debit/ |Begin/ A Authority T Appor C: C. Legislati Publ
B 20-  -X-4502-000-000-1 Credit | End B Delail | Indicator | Lav
0 ¢4~ -x-1244-000-000-0 1010 Debit | End 206,003.30
O s~ -x-0100-000-000-0 am Debit | End 205.003.30
O #s-  -oo-0300-000-000-0 azm Debit | Begin 205.003.30
-0 5= -01-0300-000-000-0 1510 Credt | End 16,355.68
= 2001 -Quarter L = 4550 Credit | Begin 189.276.64
. 95-  -96-0300-000-000-0 4550 Credt | End 183,276,654
¥ )
Click next I:I 2001-Quarter 1 sam Credit | End 371.00 Calegoy &
95 -57-0300-000-000-0 4a01 Credt | Bedin 16.726.65 Categony &
to the TAFS -B  z00l-duarver 1 Total Ending
dth By9s- o 1 Debits: 206.,003.30
and then B e Civamomeogy ||t
H - Budgetary Credits 206.003.30
u : .003.
dlick the o
[ s5- -sE3e-0200-000-000-0
quarterly _— B oot s
submission B 55~ -5596-0300-000-000-L
- 98-  -x-0210-000-000-0
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FACTS II Reports

The following table describes the FACTS 11 reports available from the Reports menu on the main FACTS II

window.

Report

Description

Adjusted Trial Bal. Report

Reports the balance of each SGL account for a Department
Regular Number and Main Account Number.

TAFS Status Report

Reports all or specific statuses of all TAFS submissions for a
specific fiscal year and quarter.

SF-133 Creates an SF 133 report, “"Report on Budget Execution,” for a
Department Regular Number and Main Account Number.
FMS-2108 Creates an FMS 2108 report, “Year-End Closing Statement,” for

a Department Regular Number and Main Account Number or
for all of a preparer’s TAFSs.

Total Res vs. Status Res

Compares the total budgetary resources to the total status of
budgetary resources for a Department Regular Number and
Main Account Number. Use this report to help you pass edit 2.

Fund Res vs. Fund Equity

Compares the total fund resources to the total fund equity for a
Department Regular Number and Main Account Number. Use
this report to help you pass edit 5.
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To see the Adjusted Trial Balance Report

1. In the left pane on the main FACTS II window, click the TAFS’s quarterly submission
that you want to see on the report.

2. On the main FACTS II window, from the Reports menu, select Adjusted Trial Bal.
Report.

3. Do the following if you want to report on a different TAFS or quarter than those you
selected in step 1. Skip this step if you do not want to select a different TAFS or quarter.
o Select a quarter from the Quarter drop-down list.

o Under TAFS Agency/Symbol, type a 2-digit Department Regular Number and a 4-
digit Main Account Number.

% FACTS 1l - Main Report Screen Interface

i - e

(B &N Ereuunis

4. Click OK.

To see the TAFS Status Report

1. On the main FACTS II window, from the Reports menu, select TAFS Status Report » All.

To limit the report to specific statuses, select Selected Status. To limit the report to
TAFSs not yet reported to FMS, select Not Submitted.

2. On the FACTS II Reports window, select a Year from the drop-down list, select a
Quarter from the drop-down list, and then click OK.

% FACTS Il Reports
—Quarter Cornmand
2nd Quarter 'I

‘ 0K

| Cancel |

To see the SF 133 Report

1. In the left pane on the main FACTS Il window, click the TAFS’s quarterly submission
that you want to see on the report.

2. On the main FACTS II window, from the Reports menu, select SF-733.
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3. Do the following if you want to report on a different TAFS or quarter than those you
selected in step 1. Skip this step if you don’t want to select a different TAFS or quarter.

o Select a quarter from the Quarter drop-down list.

o Under TAFS Agency/Symbol, type a 2-digit Department Regular Number and a 4-
digit Main Account Number.

& FACTS Il - Main Report Screen Interface E

ate 133 Reporthy OMB criteria
rency: 005 Budge

o Click OK.

4. On the FMS Report Screen, select an appropriate Amount Rounding option.

= FACTS I

File “iew Repots ‘Window Help
E0ed @aBL | W |y | 828

A t Raundi
|— TR By Thousands = By Millions & Mo Rounding |

To see the new SF 133 Report

5. In the left pane on the main FACTS II window, click the TAFS’s quarterly submission
that you want to see on the report.

6. On the main FACTS II window, from the Reports menu, select New SF-133. The FMS
133 Report window will appear.

Click this line to

% FMS.133 REPORT
Cr.eﬁte a report B Report by TAFS | Report by TAFS and Cohort Year
with ALL TAR Create Report for - All TAFS |
Create Report for - 12 X 4158 ACARROLL | 00

Select one of Create Report for - 12 X 4158 ACARROLL | 01

these TAFS to Sl create Report for - 12 X 4158 ACARROLL | 02

create a report Create Report for - 12 X 4158 ACARROLL | 03

that displays data

only on the

selected TAFS.

Click any of these lines
to display the report
by Cohort Year.

The above window contains a list of TAFS which can be reported. The list consists of unique
TAFSs, which include fiscal year. In addition, the list will specifically identify specific
Cohort Year, if applicable, for report generation.
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To display the SF 133 with data for all of the preparer’s TAFS select Create Report for —
All TAFS. To display the SF 133 for only a specific TAF, select the TAF from the list.

After one of the lines in the above screen is selected, the SF 133 Report will display.

If the TAFS is
certified, the
name,
telephone
number, and
email address of
the certifier will
appear.

The new SF 133 displays the
Status of the TAFS

SF 132 Report on Budaget E 110 and Budaetary R cEs Page 10f 2 =
Department of the Treasury Financial Management Service
(In dollars and cents)
Fiscal Year 0203 4 ift Quarter, FiscaiYear: 2002 Status: Reported On
Ageqcy : Departient of the lnterior Burea : Nlional Park Service  OME Aocourd : 090 24 1008 Operation of the mathnal park systen

Ty

Ireasury Account: 14 0203 7036 000

Report Run On: 16103 09:43:04

3 TrfD: PRIENDEA First Maare © PATRICIA last Mbwe = RIENDEAL Phone # @ FO3478306  Ed. Emsi . pat_sendead @nas 4o

Fregarer 10 TMEARS  Frst MBare - THOMAS Last (Bme . WEARA Fhore § 0 7009879043 Ed. Gwad . Homas_sear@naps gov

BUDGETARY RESOURCES
1. Budget authority
A Appropriation I $72,640,000.00
B. Borrowing authority
. Contract authority
O. Nettmnsfers (oder () . ($142,097.00)
E. Other

Unobligated balance:
. Brought forward, Dctober 1 (+ or-)
B. Nettransfers, balances, actusl G+ or-)

C. peticipated transfers, balances (+ or -y

Spending authority from offsetting collections (gross)
. Eamed
1. Collected
2. Receivable from Federal sources
B. Change in unfilled customer orders (1. or -
1. Advanee raceivad
2. Without advance from Federal sources
. faticipzted for rest of year, ithout advance
D. Transfers from trust funds
1. Collected
2. nticipated
Recoweries of prior year obligations:
A petuzl
B. fnticipated

5. Temp not availzble pursuant to Public Law ()

IS

Permanently not awailable
A Cancallations of expired/na-year scets ()
B, Enasted rescissions ()

C. Capital transfers and redemption of debt (-3
D. Other authority withdraun &3

E. Pursuant to Public: Lau ()

F. Articipated rest of year ()

Clicking the Line 7 and 11 The New Report button The Printer Setl.p/ The Print button will
button creates a report that takes you to the a screen  button takes you to  print the current

compares lines 7 and 11,
which must be balanced.
(The Report is shown on

change the month and
year of report data and
click Create to display a

the Printer setup report and the Close
where you can changebutton will close the
the printer to which  current report.

new report. you print or choose to
save the report as a

PDF File.

the next page.)

4. Inthe SF 133 Report, the Total budgetary resources (Line 7) and Total status of
budgetary resources (Line 11) should be equal. The new version of the SF 133 Report
allows you to compare the two lines more easily. Simply click the Line 7 and 11 button
and the two lines will display consecutively highlighted in yellow.

5F 1323 Report on Budget Execution and Budgetary Resources Page 1of 1
Department of the Treasury Financial Management Service

{In dollars and cents

fmy

Report Run On: 116703 09:45:38

Treasury Account: 14 X 1036 000 FiscalYear X 2 th Quarter, FiscalYear: 2002 Status: Reported On
Agency : Cepartient of the Interr Bumaw ! Mikional Pary Service  CIME Aecount 070 24 1036 Cemtion of the rational park systes

Codtifier 1D PRIENDEA Frst e © PATRICM Last Mawme . RIENDEAU Phone #0 FIGMETS008 B Ewal: pat_dendsau@nas.gov

Frepaer 10: LMILSON Frst thwe - LINEK (ast Me © WILSON Phone # 0 POSMEPS0Z7  Ex.  Gnad - foda_wilson@aps gov
$38,934,413.41

$38,934,413.41

7. Total budgetary resources
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5. To display a new report, click the New Report button and the following window will
appear.

Fi Department Main .
irst Quarter of 2002 regular — Click the Cr_eate
button to display the

0372002 - I 21 I 0390 choices for the data

o displayed in the

rt.
Create | repo

Use the arrows to
change the month and
year of the report data

6. Once you have selected a date and clicked the Create button the SF 133 Report
window will appear (as shown at the bottom of page 45). To display the SF 133 with
data for all of the preparer’s TAFS select Create Report for — All TAFS. To
display the SF 133 for only a specific TAF, select the TAF from the list.

7. If you select a date for a report that is invalid, then the following window will appear
advising you that no report data is available for the specified date. Click OK to
return to the query window where you may re-enter a date.

Ho Data Found 1]

@ Mo Data Found Month/vear : 12/2001 Department Regular : 12 Main Account ; 0013

To see the FMS 2108 Report

1. In the left pane on the main FACTS Il window, click the TAFS’s quarterly submission
that you want to see on the report.

2. On the main FACTS II window, from the Reports menu, select FMS-2108.

3. Do the following if you want to report on a different quarter than the one you selected in
step 1. Skip this step if you do not want to select a different quarter.

o  Select a quarter using the arrows. .

= FACTS I

—

4. Click Create to display the report.
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To see the Total Resources versus Status Resources Report

1. In the left pane on the main FACTS Il window, click the TAFS’s quarterly submission
that you want to see on the report.

2. On the main FACTS II window, from the Reports menu, select Total Res vs. Status Res.

3. Do the following if you want to report on a different TAFS or quarter than those you
selected in step 1. Skip this step if you don’t want to select a different TAFS or quarter.

o Select a quarter from the Quarter drop-down list.

o Under TAFS Agency/Symbol, type a 2-digit Department Regular Number and a 4-
digit Main Account Number.

5 FACTS Il - Main Report Screen Interface

4. Click OK.

To see the Fund Resources versus Fund Equity Report

1. In the left pane on the main FACTS II window, click the TAFS’s quarterly submission
that you want to see on the report.

2. On the main FACTS II window, from the Reports menu, select Fund Res vs. Fund
Equity.

3. Do the following if you want to report on a different TAFS or quarter than those you
selected in step 1. Skip this step if you do not want to select a different TAFS or quarter.
o Select a quarter from the Quarter drop-down list.

o Under TAFS Agency/Symbol, type a 2-digit Department Regular Number and a 4-
digit Main Account Number.

& FACTS Il - Main Report Screen Interface

o - Eo

[ £ et

3. Click OK.
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To print a report

& Report Print Dialog Box

1. On the report window, click Print. o z /O select a

Copios: I | L/ different
Cancel .
2. On the Report Print Dialog Box, select your [o o Elri?kter,
. .  Cunent Page

options and then click OK. o | Frmere || Printer
Erter pags rumbers and/or page ranges separated by 5
| commas. For example, 25,810 | |¥ Collate Copies

Print 3 Pages inangs =l ‘

To save a report in Portable Document Format (PDF)

Save a report in PDF when you need to distribute the report to other people and you don’t
know what program they will use to see the report. Documents saved in PDF are viewed
using the Adobe Acrobat Reader®. The Reader is free and can be downloaded at
www.adobe.com.

You can select, copy, and then paste text and graphics from a document in PDF to another
application just like you can from a Microsoft Word® document. See the Reader Help.

1. On the report window, click Print.
2. On the Print Dialog Box, click Printer.
3. On the Printer Setup window, select the Acrobat PDFWriter driver and click OK.

4. On the Save PDF File As window, select the folder where you want to save the file, type
a file name, and then click Save.
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A

abbreviations, 6

accounting edits descriptions, 19

acronyms, 6

adding
Category B information, 15
footnote information, 15
quarterly submissions, 13
transaction details, 14

C

Calculator

using, 15
Category B information

adding, 15
certifier’s main FACTS II window, 29
certifiers, 11

user roles and functions, 1
changing

contact information, 7

quarterly submissions, 17

status of a quarterly submission

(certifiers), 31
status of a quarterly submission
(preparers), 4, 5, 18, 21

your password, 2
contact information, 7

reviewing and changing, 7
copying

an SGL account, 16

quarterly submissions, 16
creating

supplemental submissions, 21, 22
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definitions, 6

E
editing

quarterly submissions, 18
exporting

table data, 25

transaction data (TAFS submissions),
23

F

file types, 27
footnote information
adding, 15

H

help, 3

history of FACTS 11, 1

HQ reviewer’s main FACTS II window,
33

HQ reviewers, 33
user roles and functions, 1

I

icons, 12, 34
introduction, 1
L

log on
to the Client Bulk program, 2
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M

main FACTS II window
certifier’s, 29
HQ reviewer’s, 33
preparer’s, 11

P

password, 2

changing, 2
performing

accounting edits, 18

selected accounting edits, 18
Portable Document Format (PDF), 40
preparer’s main FACTS II window, 11
preparers, 11

user roles and functions, 1
printing

report, 40
processing cycle, 4

Q

quarterly submissions, 4, 13, 35
adding, 13
adding transaction details, 14
changing, 17
changing the status (certifiers), 31
changing the status (preparers), 4, 5, 18,

21
copying, 16
editing, 18

exporting, 23
reviewing (certifiers), 30, 31
reviewing (HQ reviewers), 35
reviewing (preparers), 13
selected accounting edits, 18
supplemental, 21, 22

quitting
the FACTS II Client program, 3

R

reports, 37
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printing, 40
saving in PDF, 40
reviewing

contact information, 7

TAFSs and quarterly submissions
(certifiers), 30, 31

TAFSs and quarterly submissions (HQ
reviewers), 35

TAFSs and quarterly submissions
(preparers), 13

S

saving
reports in PDF, 40
selecting
TAFS in consecutive rows, 31
TAFS not in consecutive rows, 32
SGL account
copying, 16
starting
the FACTS II Client Program, 2
supplemental submissions, 21, 22

T

table data
exporting, 25
TAFS format, 12, 30, 34
TAFS tree view, 4, 11, 13, 35
icons, 12, 34
terms, 6

)

user ID, 2
user roles and functions, 1
using

the Calculator, 15

w

welcome, 1
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